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Statement of Earnings and Leave

To run the Statement of Earnings and Leave report:

1. Log on to the Reporting Center from the Application Launchpad on NFC’s Web site at
www.nfc.usda.gov.

2. On the Reporting Center menu, select the Workforce Reports menu.

3. On the Workforce Reports menu, select the Statement of Earnings and Leave report. The
Statement of Earnings and Leave report (window 1) (Figure 1 ) is displayed.

Figure 1. Statement of Earnings and Leave report (window 1)

4. Complete the Employee Social Security Number field as follows:

Employee Social Security Number - Type the 9-digit social security number of the
employee for whom you want to run the report.

5. Click [Done] . The Statement of Earnings and Leave report (window 2) (Figure 2 ) is
displayed.

Figure 2. Statement of Earnings and Leave report (window 2)

6. Select the Payroll Pay Period field and use the scroll bar to select the applicable pay period
for the report.

7. Click [Done] .The applicable year and pay period are displayed in the Payroll Pay Period
field.

8. Click [Go] . The Earnings and Deductions Statement (Figure 3 ) is displayed.



Title I
Bulletin 05-2Page 2

Figure 3. Statement of Earnings and Leave report (with criteria)
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W-2  Wage and Tax Statement

To run the W-2 Wage and Tax Statement report:

1. Log on to the Reporting Center from the Application Launchpad on NFC’s Web site at
www.nfc.usda.gov.

2. On the Reporting Center menu, select the Workforce Reports menu.

3. On the Workforce Reports menu, select the W-2 Wage and Tax Statement report. The W-2
Wage and Tax Statement report (Figure 4 ) is displayed.

Figure 4. W-2  Wage and Tax Statement report

4. Complete the fields as follows:

Employee Social Security Number - Type the nine-digit social security number for
the employee whose W-2 you are requesting.

Year - Type the year of the W-2 that you are requesting.

5. Click [Go] . The employee’s W-2 (Figure 5 ) is displayed.

Figure 5. Employee’s W-2


